EMERGENCY SERVICES ASSOCIATE
JOB DESCRIPTION

POSITION SUMMARY:

With guidance and support from the Emergency Services Director, the incumbent utilizes and manages volunteers to ensure rapid on-scene disaster response, Armed Forces Emergency Services and International Social Services. 
MAJOR DUTIES AND SPECIFIC RESPONSIBILITIES:

Include, but are not limited to the following:

· Disaster Services Program Coordination
· Implements local American Red Cross disaster services (response, mitigation and community preparedness) in accordance with National and Chapter policies and procedures;
· Ensures disaster action teams are maintained, supplied and ready to response for routine disaster requests (like single family fires or apartment fires).

· Ensures office disaster caseworkers are recruited, scheduled, and trained to support daily disaster casework.

· Supports Emergency Services Director in ensuring that volunteers routinely inventory and maintain local disaster response supplies, equipment, facilities and vehicles;

· As a back-up to volunteers, provides direct assistance to disaster clients;

· Provides inventory-related data to Bookkeeper as requested;

· Works with supervisor and Volunteer Management and Human Resources Coordinator to develop and maintain an effective system for the recruitment and retention of highly skilled and motivated disaster volunteers;
· In partnership with the Emergency Services Director, develops and implements a local disaster training calendar that includes basic, intermediate and advanced courses;

· Supports Emergency Services Director in ensuring that volunteers’ DSHR profiles remain current;

· Performs DSHR call-outs as requested;

· Serves as a member of the Disaster Services Human Resource system, on assignments within the Chapter’s jurisdiction and on occasionally on national disaster operations.
· Attends relevant committee meetings in rotation with other Emergency Services staff

Armed Forces Emergency Services and International Social Services Program Coordination and Casework
· Ensures emergency communications and documented casework services are provided by volunteers for military families in accordance with current Red Cross policies and procedures;
· Ensures office military caseworkers are recruited, scheduled, and trained to support daily military casework.

· Coordinates the ‘Get to Know Us’ program service briefings / presentations and trains volunteers to provide presentations to military members, their families, and community groups;

· Ensures that international social services are provided by volunteers to families separated by war/civil unrest, in accordance with Red Cross policies and procedures;

· Provides information about International Humanitarian Law and the International Red Cross Movement to the local community.
· Other
· Delivers superior customer service to customers within and outside of the organization;

· Proactively seeks ways to effectively utilize volunteers and provides program volunteers with appropriate training, development, supervision and recognition;

· Maintains accurate emergency services database(s) and call lists of all local program volunteers;

· Collects and compiles required statistics and assists with preparing reports as needed; 

· Provides general social service information and referrals to clients requesting assistance;
· Provides back-up coverage for supervisor;

· Contributes to development of department goals and service delivery plans;

· Supports evaluation and survey process to monitor quality of service to clients;

· Ensures supervisor is informed of any significant or recurring problems;
· Carries and responds to a pager or cell phone as a back-up during and after business hours. 

REQUIREMENTS:

Education and Experience: Bachelor or Associates degree or an equivalent combination of training and experience. Three years of successful leadership experience working with volunteers in a non-profit agency desired. Significant previous Red Cross Disaster Services operational and training experience preferred.  Familiarity with community based social services, emergency management/emergency response agencies preferred.

Knowledge, Skills and Abilities:

· Proven ability to lead people (volunteers) and achieve results through their actions;
· Excellent volunteer management (recruitment, training, coordination, recognition) skills;
· Superior organizational skills, including the ability to successfully manage multiple priorities and projects and consistently meet deadlines;
· Good case management skills, including ability to effectively advocate for clients;
· Knowledge of community resources;
· Excellent verbal and written communication skills;
· Ability to plan and implement short-term and long-term projects for self and others;
· Ability to be flexible and quickly adapt to changing priorities;

· Ability to work effectively under periodically stressful conditions;
· Excellent problem solving skills;
· Ability to work independently, as well as a member of teams;
· Proficiency with MS Office Software (Word, Excel, and Outlook);
· Ability to represent the Red Cross in a consistently positive and professional manner.

· Good public speaking and class room training skills;
· Ability to carry a cell phone and to respond during and after usual business hours.

Other Qualifications: 
· Ability to lift and carry 35 pounds;

· A valid Nevada driver’s license and a clean driving record;
· Ability to pass a background check.

FLSA CLASSIFICATION:   Exempt

